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. 'Attach to original schedule Z Schedrrle s: 73 - 0268 - A 

Effective Date: 09/09/97 
73-268 Sheet: 1 of 1 
Approved April 24, 1973 

CENTRAL INVENTORY RECORD OF MISSING PROPERTY FILE 

Approved dispostion instructions for schedule 73-268 should be amended 
as follows; 

MISSING OR STOLEN PROPERTY SHOULD BE REPORTED TO 
THE PROPS INVENTORY COORDINATOR FOR THE PARTICULAR 
OFFICHDISTRICT. 

THE PROPS COORDINATOR WILL IN TURN PREPARE A DOT 
595 MISSING OR STOLEN PROPERTY REPORT. THE 595 FORM 
WILL THEN BE FORWARDED TO THE FOLLOWING OFFICES; 

GENERAL SUPPORT SERVICES 
OFFICE OF PERMITS AND ENFORCEMENTS 

IF THE MISSING OR STOLEN PROPERTY IS NOT RECOVERED 
WITHIN TWO YEARS THE PROPS INVENTORY COORDINATOR 
IS TO DELETE THE PROPERTY FROM THE INVENTORY. 

THE DOT 595 MISSING OR STOLEN PROPERTY REPORT 
SHOULD BE RETAINED BY EACH OFFICE FOR TWO YEARS 
AFTER DELETION AND THEN DESTROY. 

W 

RECORDS MANAGEMENT ANALYST: 63 B& DATE: %d/y7 

The State Records Committee has authorized the approval of these disposition intructions for the 
arrached retention schedule applicati 

471 / q  7 
Edward Wedon \ D a f e '  / 
Secretary of State Designee . 

A C WP&"6O~UTDXSWORWSIGNEW W D  



.Attrch to original scliedulc Schedrrle #: 13 - 0268 - A 
L. EHective Date: 09/09/97 

Sheet: 1 of 1 73-268 
Approved April 24, 1973 : 

CENTRAL INVENTORY RECORD OF MISSING PROPERTY FILE 

Approved dispostion instructions for schedule 73-268 should be amended 
as follows; 

MISSING OR STOLEN PROPERTY SHOULD BE REPORTED TO 
THE PROPS INVENTORY COORDINATOR FOR THE PARTICULAR 
OFFICEIDISTRICT. 

THE PROPS COORDINATOR WILL IN TURN PREPARE A DOT 
595 MISSING OR STOLEN PROPERTY REPORT. THE 595 FORM 
WILL THEN BE FORWARDED TO THE FOLLOWING OFFICES: 

GENERAL SUPPORT SERVICES 
OFFICE OF PERMITS AND ENFORCEMENTS 

IF THE MISSING OR STOLEN PROPERTY IS NOT RECOVERED 
WITHIN TWO YEARS THE PROPS INVENTORY COORDINATOR 
IS TO DELETE THE PROPERTY FROM THE INVENTORY. 

THE DOT 595 MISSING OR STOLEN PROPERTY REPORT 
SHOULD BE RETAINED BY EACH OFFICE FOR TWO YEARS 
AFTER DELETION AND THEN DESTROY. 

OFFICE HEAD: DATE: k - 20- ?7 
Y , 

W 

RECORDS MANAGEMENT ANALYST: 8& DATE: %d!F7 

The State Records Committee has authorized the approval of these disposition instructions for the 
the attached retention schedule application. 

4/t l/q 7 
date 

’ * 
&ard Weldon 
Secretaty of State Designee 
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GEORGIA RECORDS DISPOSITION STANDARD U E W D S  U A N A G M E N T  DIVISION 

Departaent of hcmrportation 
Mdrion of Adsinisbat ion 

'- ACTON REQUESTED 
ESTAELISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; [7 NO FURTHER ACCUMULATION ANTICIPATED. 

v-9. Exact Series l ine  - r> ~ - . -- - .- 

El 
8. Earliest h Lslest Dates of Series 

April, 1973 - To Date Central Inveatory - Record of H i ~ i n P  Pronertv F i l s  
0. What is the function of the office in which this reford series i s  created 

The M d s f o n  of Adminiatration provides s taff  support to the Department i n  the areas of 
general accounting, audi ts  and f i s c a l  procedures, peraonnel and training, contracts 
procutoment and administration, equiplcsnt control, purchasing, inventory and rerahouse 
control, general files. racords -. Sanageaent, Deparwa t  budget Md air travel rervice. 

F i l e  is  arranged chronologically by ronth and thereunder by M i t r i c t  Office. 

AlTACH SAMPLES OF THE FILE 



14. Is there a-duplication of this series in another office or agency? [XI 1 1 

15. &he the information M a t r i g  con p f f p e s  aine In thls The series State ever Su rlze or pu ef ,she $S*fj% i a1 cw!?ssl.nmaty rocgves or pubccdbon. a o p. ] LX ] 

B e  record co is maintained at the General Office h a du l icate co is fl ied 

16. Does the series coiitain classified information requirini security halidling? r 1 !X 1 

1-41- 1x1 

;,,.L !I: LX 1 

[ I rxl 

[ X I  .. [ 1 
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- 
,- ~.r : ~ I~ . - ~. . -  17. Does the series initiate, amend or terminate agency policies and procedures? 

18. h i d i h e  function be &formed if  the files were lost or destroyed? 

19. Is the series (or major portion of it) regulariy microfilmed? If  yes, why? 

I _  

-. -. ? ~. 
-. 

' c  ~ .. 

20. Docs the record s&es provide data as input to an EOP file? 

The series i s  used to adjust the Central Inventory Pile.  
11. Does the record series contain documentation produced as EDP printout? r 1 Drl _ .  . .  

> ~. ~ .. - ,.- ii- ~ ~ - ~ ~ -  * -  
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12. Has the Federal Government issued instructions governing retentionldisposition of these file'r? ~ '' 
1 . c . j  '~ 

a. Wil l  there be a need for these records 10, 15 years from now? If yes, what? r 1 [ X I  
. . ~ . . ~  ,. . .  - 

~ .. .~ . .  .. 
> . , , -  -- q~ + -  cl. _ _  ~. 1 2 . ~ .  ..: . ' ti 

~~ ~ _ -  I*- =~ ~~ 

. . ? ? . > .  - -3. . 
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2. ~ : -  ~~ ro- .. -: 

e. [ a  ADMIN~ISTRATIVE f. [ '1 HISTORICAL 

. -  . 
. ,  .~. . .. ~ 5 i _  - h  ~...1 I - '  --- ~ .< 

?. ,~ r - ,  . ~, 

? - - l ~ ~  = - '  

!4. REQUIAEMENTS.:The'following requi'rs the files to be kppt ~ . .  
~ . .. .~~ yea9:. . ,  ~ ~ ,~ . * ~ ; * . ' ~. 'I , A L ~ - . ~ > > . ,  

~~ 

. 7 .. ~~ s2.:j-./ ~ r 1  ~ . ~ >  1: L i . f  1 ,  . ' ._ 

b. [ ] STATUTE OF a. [ '1 STATE c. [ ]'AUDIT 'd. [ ']'FEDERAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute. or other reason for the retention requirement) 

Article 9 Sation 6 of the Purchasins Code giver the State Supervisor of Purchase8 the 
authority to designate the retention period for this record. 
the record must be retained for period of 1 year. 

- [ X I  CALENDAR YEAR -[ ] FISCAL YEAR -[ 1 Other then: 

[ ] Hold <n the current files area ~. monthb!! .. .. .. yeads): 
] Transfer to [x 3 State Records Center [ ] Local Holding Area: hold .~~... I... ..... yearb): 

P I  Destroy. ~ ~ 

[ ] Transfer to State Archives for permanent retention. 
[ 1 &troy i'mriiedi'iteiely ifteF'iutGfi.. Y-.:~ . 

Ie has stipulated that 

5. AGENCY RECOMMENOATIONS: This agency recommends that the file series be cut off at the end of each 

. . -~ - .  ~ .- ~ ~ 

__  . ~ . . ~  - 
I 

(.. . : - -  ~ is-- ?, '.+' ? I ,  :. 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

~ __l-__l__ 

pproved [ 3 Disappro 
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